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OFFICE Of THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTO 
RECORDS MANAGEMENT DIVISION .__~__ I~ ~ ~---__a____ - r- __I-- . . - x 1 -_ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: &Publication No. 76-RM-? for instructions on completing th is  form. Forward signed wiginal to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia.. 30334, 
Attention: Schsduling Section. 

~I-_-c--.- -~__F_ 
--_I__ 

FOR AGENCY VSE ~ ~ r:z Address RECORDS MANAGEMENT USE __-__ __ 
~ A c p l i c a t i ~ ~  

3bs Georgia Agr i  rama Development ,Au tho r i t y  
P .  0. Box 0 Eighth S t r e e t  
T i f ton ;  Ga. 31794 ~ s t a  aeceived" Date Completed 

~pollcalion Date 

ipolication Numb, 

a. XI. Estaoiurn Retention Schedule; record will mntinue to accumulate. 
b. 0 Disp3se of present accumulation: no further accumulation anticipated. 

C. 13 A m n d A p m t h n  No_..~=-,-CheckOne:O_C~ee; 0 Supercede; 0 Void -~ 
5. Records Series Title (followed by title uspd in Office; if different] 

present  V i s i t o r  Quest iona i re  Cards 
I._ _--__ _____-___ 

What i s  the function of the Division and the Office in which this record series i s  created? 
I - 

I. Dater of !hies 
larlies; Latest 

76 1- 
i. Division and Office Function 

The Admin is t ra t i ve  Services D i v i s i o n  i s  responsib le  fo r  t h e  d i r e c t i o n  and admin i s t ra t i on  
o f  a l l  a u t h o r i t y  support  funct ions.  The d i v i s i o n  provides c e n t r a l i z e d  accounting serv ices .  
budget coord inat ion,  p a y r o l l ,  personnel serv ices,  press r e l a t i o n s ,  g ran t  coord inat ion,  
fund r a i s i n g  and market ing serv ices.  

The Pub l i c  Re la t ions  Department prov ides a d v e r t i s i n g  and promotion o f  the Author i ty ,  fund 
ra i s ing ,  group tours,  market ing services,.and press releases. 

_______ __-_ - ._~__ 
). Record Series I)r&ptian T h i s  file contains the following documents [include form numbersand tirle3, ifany}: 

Attach samples of the file. 
Documentsrelatinq to: record ing  cornrents of v i s i t o r s  t o  the  Georgia A g r i r a m  on var ious 

aspects of i t s  operat ion.  

Includedare: V i s i t o r  ques t iona i re  card which records i n fo rma t ion  on reason f o r  v i s i t i n g  
Agrirama, areas o f  most and l e a s t  i n t e r e s t ,  p e r i o d  of representat ion,  admission p r i c e ,  
name, address, and number i n  v i s i t i n g  p a r t y  and age groups. 

Fileisarranged: ch rono log ica l l y  by C Y ,  by week, by 'day. 

-- - %. Monthly Referenca Rate 

One to six months old 

How often are records referred to which are: 
25 ; Seven to twelve months old LL; Thirteen to twenty-four months old A-.-; ,- 

.~ ~ twvpn;y~fi;e months and o l & r d + ~ ?  i, . . C~.. - ~ _ _ _  .- - .~ - ~ __ 
3. Annual Rate of Accumulationof Rerords i 

Letter-size praweis - ;. w l ' i z e  drawers ----; Shelves __-;Other fwec;fy} Z cuAix-€e&- 
.. 

' --A ___- ~_^___ --- 
(over1 

-~ 
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*___ ___~_--_- - ~- - .-- -- ~~ -* l-._-~_~-~__ -- ,. - ~ - _ _  YES NO 1 10. .&mion@&. -_fPla_q? an "X" m the proper-mlumn) .- 

a. Is t h i s  the official copy of the series? 

b. O a r  the series contain confidential information requiring security handling? If  yes, cite, law or regulation. 
_ I f 2 4 t w ! S E h L ~  ~ - -  __ 

. . ~ _ _  ___ I 

____ vital rewrd? .. . . la d. Does this series have historical DI long term research value? 
e. When one or two documents in tte f i le make it necessary to keep the entire file f w  a long period, could these 

.>wmn_trhe schedu ledrem- -.___ .~__- 

- 
- 

h.  I s  there a duplication of t h i s  series in your office, or in another office or agency? 

. _ _ L f ~ ! & L _ & &  ____I_._ ___---- ~__ 
i L ! r : ~ ~ e ~ t i Q ~ r ~ ~ ~ o ~ r n ~ ~ ~ - ~ ~ ~ -  

-_ 
11. Retention Requirements The following requires the series to be kept: 

a. State Law - years. d. Audit period ---years. 
b. Statute of limitation ~-=-.---years. e. Administrative need -. _.1~ years. 
i. Federal la:v ___--. -years. f. Federal retention instructions ---..-~-years. 

A t l x l i  copf ur t ' X C W P t  of laws or regulations. Explain adniinistiative need. 

~ .- I_-~ _ ~ _ _ _ _ _ _ ~  
2. Aoorovod Disposition Instructions This agency recommends that the file series be cut off at  tht end of each: 

Calendar Year: 0 Fi ra i  rear; 0 Other then, 

0 Hold in the current fi les area --..-month(s) 
c! Transfer to local holding area. hold ---.--year(s): then 
0 Transfer 10 State Remrds Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
W Other (Specify) 

-.-.-year(s);tpn 

-..year(s): then 

Hold in current f i l e s  area unt i l  in formt ion  c a i  be' extracted andlcompiled in to  annual 
analysis of v i s i t o r s ,  t h e n  destroy. - .  , 

These instructions apply to a l l  prior and future accumulations of the series. 

--- ecommendationr in para- 
,aph 12 are approved. 
f disproved, attach lef tu 
f explanarion.1 
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